How to Assume a Partial Repayment of a Candidate Loan

In this tutorial, we are assuming we have the following $3000.00 loan:

Dezcription [hature or purpose of debt)

this is a test -
-

Comments [far thiz transaction)

— Tope of debt
{* Dbt owed BY this campaign

Iv This debtis classified as a Loare

[~ Amendmert

On the Menu bar, click Activities > Contribution:

e Campaign ToolBox - Filer # 12345 for Election date 05,22 /2007

Filel.ﬁ.ctivities Feports Tools  Intermet  Help

Contribution

Expense Zkrl+E
Debk

Event

Demographic Records ZErl+D
fccounting | Banking | Checks
Edik: Lists

Mail merge letters & labels

Check, Contribution Lirits
Repeat Group of Contributions

=& Campaign.mdb - Debt - Expire date = 1231 /2007 x|
IBank of Frankfort 041042007
Mame of Creditor Drate debt incured
| fdd |
Last name First narne: Middle name Suiffis Prefix
Save |
|1 00 E azt Main I 3000.00  Original amorat
- Cancel |
Address [required Street or PO Baox) I 0.00  Prior amount paid
Delete |
I 0.00  Current amount paid
Address (optional Suite, Apt., etc.) I 00000 ga 4 << < > >3 |
. alance due
|Frankfort fk 40601
City Sl dpllas Debt records are independent of any other records. Creating an expense
b i record to repay a loan does MOT cause any change to a debt record, vou
It is Iz a test muzt make such changes directly on the debt record,
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How to Assume a Partial Repayment of a Candidate Loan

Click the “Add” button on the Contribution form to add a new contribution.

LA
S ave
Eanzel
e — | Delete
i |

¢ <] > |

Create a negative receipt on the contribution form for the amount of the candidate loan repayment. Designate
the Contribution Type Code as “2 Loan” and Contributor Type Code as “19 Other.” Click “Save.”

=i Campaignz.mdb - Contribution - Expire date = 12,/31/2007 1'

:‘ Add
| 04/10/2007

Organization Date Save |
ID oe IJ_ohn ; I ; I . Cancel |
Lt blame First Mame bid M ame Suffix Frefix

Contribution | More demographic | Association, mizc.

Negative 1000.00 [ Imroem _ |.John— I &l
Entity Type Informal Mame Source << I < I > I >> |
!‘-\ddress - minorAnal]
[Frankfart [ler— [aoem ERTTT - <4——==C ontribution Type Code =
City State  ZipCode Contribution Type code “2 Loan”
RIVITI 1 MOMETARY | |
Amount Mode In Kind Descrip. Other Dezcrip. ™" Amendment .
[ [ Contributor Type Code =
Deeupation Employer “19 Other"
| TR "
PAL Interest Contributor Type Code (k.

Check Contribution Limits

Tokal contributions received Far this entity bebween
01/01/2006 and 04/10/2007 = -$1000,00 Click “OK.”
Record count = 1 '

To set date span, click on menu item “Check, Limits = Set dg
This Feature can be disabled in "Taaols | Options",
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How to Assume a Partial Repayment of a Candidate Loan

Create another negative receipt on the contribution form for the remaining amount of the candidate loan.
Designate the Contribution Type Code as “1 Direct” and Contributor Type Code as “20 Candidate Debt

Assumption.”

=& Campaign2.mdb - Contribution - Expire date = 12/31,/2007
Contribution I tare demographic I Asgociation, misc. I
b
\ Aidd
| |0410/2007
Organization Date Save |
IDoe IJDhn Cancel |
Last Hame First Mame hid N ame: Suiffis Prefix
[100 Main | Individual [Jomn [ ne e
Address - major [required] Entity Type Infarmal M ame Source £< | < | b | >* I
Negative 2000.00
T fler " Jaoeoi M
City State  Zip Code Comtribution Type code Contribution Type Code =
Zoo0.00 B I I «q Direct"
Amount Mode In Kind Descrip. Other Descnp, ™ Amendment
Occupation E mployer Cont“bUtpr Type COde =
[ 20 CAMDIDATE DEBT A° “20 Candidate Debt
PAL Intersst Contributar Type Cade Gty ASSU mptlon"
[

Total contributions received Faor this entity betbween
01/01/2006 and 04/10/2007 = -$3000.00
Fecord count = 2

This Feature can be disabled in "Tools | Cptions",

—
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Check Contribution Limits x|

To set dake span, click on menu item "Check Limits = Set date span”.

Click “OK.”
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How to Assume a Partial Repayment of a Candidate Loan

Create another record on the Contribution form for the positive amount equal to the remaining amount in the
previous step. Designate the Contribution Type Code as “1 Direct” and Contributor Type Code as “20

Candidate Debt Assumption.”

=& Campaign2.mdb - Contribution - Expire date = 12/31,/2007 x|
Cantribution | Iare demographic | Association, misc. I
Add
| 04/10/2007
Organization Date Save |
IDoe Jahin I I Cancel |
Last Hame Firgt N ame Mid M arne: Suifix Prefix
[100 Main | liraliie] [1hn | ns &l
. Entity Type Infarmal Marne Source « Je]>] » |
l Positive 2000.00 —
|Frankfart kv |40
City State  Zip Cade Conkibution Tupe code ™Contribution Type Code =
EUTINN | ONETARY | | “1 Direct”
Amount Mode In Kind Dezcrip. Qther Descrip, ™ &mendment
[ | -
Docupation Ervckopa Contributor Type Code =
[1] H
| 20 CANDIDATE DERT A° == 20 Candidate Debt
M 7
P&LC Interest Contributar Type Code iy, ASSU mptlon

Check Contribution Limikts

Total contributions received For this entity between
01/01 /2006 and 04/10/2007 = -$1000.00
Record count = 3

To set date span, click on menu ikem “Check Limits = Set date span”,
This feature can be disabled in "Tools | Options",

The contributions created zero out the loan, showing part of the debt has changed to a contribution.
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How to Assume a Partial Repayment of a Candidate Loan

On the menu, click on Activities > Debt

i Campaign ToolBox - Filer # 12345 for Election date 05,22 /2007

File: | Ackivities Reports  Tools  Inkernet  Help
Conkribution k[
Expense Ckr[HHE

Ewvent

Dermographic Records Ckrl4+D
Accounting ) Banking [ Checks
Edit Lists

Mail merge letkers & labels

Check Contribution Limits
Repeat Group of Contributions

Add a payment on the debt record that equals the amount paid back and the amount of debt assumed. This will
zero out the balance of the candidate loan.

Address [required Street or PO Boz)

300000 Driginal amount

Cancel
0.00  Prior amount paj

[elete

300000 Current amaunt paid

=¥ CampaignZ.mdb - Debt - Expire date = 12,/31/2007 5[
IB ank. of Frankfort 041042007
Mame of Creditar Date debt incurred
| | | A |
Last hame First name: Middle name Suffi Prefix
Save |
|1uu East Main |

Address [optional Suite, Apt., etc ] << < > 3>

| 000 Balance due I
[Frankfan |55 4051
City State Zip Code

D ebt records are independent of any other records. Creating an expense
record bo repay a loan does MOT cauze any change to a debt record. “ou
muzt make such changes directly on the debt record.

IIT his iz a test

Description [nature or purpose of debt)

This iz a best ﬂ

Comments [for this ransaction]

— Type of deht

= Th . "
& Debt owed BY this campaign v This debtis classified as a Loan

[ Amendment
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